MARQUETTE GENERAL HEALTH SYSTEMS

JOB DESCRIPTION

POSITION: Clinic Office Liaison DEPARTMENT Clinic Administration (8060)
SUPERVISED BY: Clinic Manager SUPERVISES: None

EFFECTIVE DATE: April 2007 JEE 898

REVIEW DATE: p REVISED DATE:

PREPAREDBY : Judy Girard (%g”%» TITLE: Dir, Clin Bus Ops

RECOMMENDED BY: Dennis Boe ¢/~ TITLE: Assistant Administrator
APPROVED BY: Al Hendﬁi/gﬂ TITLE: Asst. Admin./Hum. Res.

POSITION SUMMARY: Performs the coordination of services for a physician based
team within the Clinic setting, including advanced clerical duties and routine
administrative matters.

Does POSITION ACCOUNTABILITIES/COMPETENCIES**:

Meets Not
Meet*

O O 1. Maintains established hospital and departmental policies and
procedures, objectives, performance improvement program, safety,
environment of care, management of information, and infection

control standards. (1,5)

2. Utilizes excellent customer service skills at all times. (1,5)

O 3. Complies with federal and state law and accrediting and
licensing agencies at all times, to include but not limited to,
JCAHO and federal compliance regulations. (1,5)

O O 4. Enhances patient and public relations by providing relevant
information and/or assistance to patients/families regarding
clinic/hospital procedures, regulations and location services.
Serves as a resource and liaison between the patient/family,
referral source, clinics and physicians. (1,2,3,5)

O O 5. Transcribe orders per physician priority and established
procedures utilizing computer skills to include notification of

orders to necessary resources. (2)

[H] O 6. Maintains active and inactive charts, files, logs, etc.,
including appropriate disposition of copies to physicians
and/or departments. (3,5)

O O 7. Provides accurate, timely processing of patient information

for billing purposes including but not limited to;
demographics and insurance verification. (1,5)
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